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	Post Title

	                         ADMINISTRATION ASSISTANT - JOB DESCRIPTION



	Main Purpose
	The Administration Assistant at Green Lane will act as the initial point of contact for parents, visitors and other stakeholders.  They will also be responsible for supporting with the administrative, financial and organisational processes within school.


	Duties and Responsibilities

	· Welcome and support parents and visitors professionally, effectively and sensitively
· Undertake reception duties e.g. telephone / face to face enquiries, liaising with relevant staff and outside agencies
· Respond to messages promptly and accurately, passing on information to relevant staff members as necessary
· Control access to school in-line with the school’s safeguarding procedures including signing-in visitors, checking identification, notifying visitors of safeguarding and safety procedures
· Provide administrative support to senior leaders where necessary
· Assist with managing the school’s email inbox, ensuring emails are forwarded to relevant staff and expected responses are made
· Organise planned visits to the school from outside agencies e.g. photographer
· Update manual and computerised records/information systems e.g. Arbor, Sage, ParentPay, Free School Meals
· Use the Trust finance system to prepare and process transactions in relation 
to purchasing and other financial processes when required
· Monitor daily attendance, lateness and pupil absence, ensuring registers are completed in line with statutory requirements
· Contact parents/carers to follow up unexplained absences, record and update outcomes promptly
· Support the school’s admissions process for nursery and main school, including the preparation of appropriate documentation
· Support the recruitment process, collating applications and supporting with associated correspondence
· Participate in training, learning activities and professional development as required
· Perform other related duties as assigned or directed by the Leadership Team
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